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[7.ACTION REQUESTED I

RECORD WILL CONTINUE TO ACCUMULATE."-

ESTABLISH DISPOSITION STANDARD; Ej DISPOSE OF PRESENT ACCUMULATIOCN;
NO FURTHER ACCUMULATION ANTICIPATEwL.

8 .Earliest & Latest 9. Exact Series Title
Dates of Series

1974 to date TIE-LINE SOCTAL SERVICES INDEX FILES

1O‘What is the function of the office in which this record series is created?

The Division of Special Programs consists of program activities which serve as support
units to State-wide division programs and local service area activities, The Division's
major focus is to mobilize and coordinate resources so as to provide techmnical program
assistance, monitoring, evaluation and assessment to DHR Divisions, service areas, and
other local agencies and organizations impacting the delivery of services,

Tie-Line is the State-wide information and referral system., Through Tie Line, any person
in Georgia may call a toll-free number, and through a counselor, enter a complaint against
a service, a merchant or other business, and/or find the proper service agency, to be

connected immediately, by phone, for help with any problem the caller or another person
may have, ‘ :

L 1. Thls file contains the following documents (1nc1ude form numbers and titles, if any,

and file arrangement)

Documents relating to the compllation of an index of all social services available within
the State,

Included are 3 copies of the computer printout index (used for references), and COM (used
telephones by Tie-Line counselors). Each set of indexes gives name, category and
location of all services available in- Georgia. ,

The index is arranged as follows: - - roo

--_ of the agency - : S

number of agency
ATTACH SAMPLES OF THE FILE

—-— - - —

Printout =~ lst copy - alphabetically by county, thereunder numerically by service category
2nd copy - numerically by service category, thereunder alphabetieally by county
3rd copy - alphabetically by COuhty,rthereunder numerlcally by sequence number

Microfiche index is arrénged alphabetically by county, thereunder numerically by sequence

at
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QUESTIONNAIRE Flace '." "% 18 the proper coluan.

If anrever im "YES, please raplain YES N.O_
thnetic tape - disk pack (updated :

13. Is this the Record Copy of the serles? directly to tape every 6 months) - (8 [ 1]
/ held permanently by DOAS .

1k, Is there a dupllcation of this series in enother office or agency? RS B Y
15. Is the 1nformat10n contained in this series ever summarized or published? [] [«

- Attach copy of summary or publlcatlon.
16. Does the seriés contaln cla551f1ed information requlring securlty handllng? F] I«
17. Does the serles 1nitiate, amend or terminste agency pollcies and procedures? = [ 1«
18. Cowld the functlon be performed if the files were lost or destroyed? [} [+
19. Is the series (or maJor'g ortion of it) re? arly microfilmed? If ges, x] [ ]
Easy reference and dis€ribution of multiple copies f&omputer output mlcrofiche) '
206. Does the record series provide data as input to an EDP file? [ ] (x}
2l. Does the record series contain documentation prodiuced as EDP printout? x] T
Printout contains all information concerning services in the State
22. Has the Federal Government issued instructions governing the retention/dispo- .[ 1 [ ¥
51t10n of these fllesq_ e L o o )
23. W1ll there be a need “for these records’ 10, 15 years’ ‘from now? If yes, what?.;é“‘?f ]' { !
- . - - = ) - ﬂ
2k, REOUIREMENTS The followlng requ1res the flles to be kept : —1_ © years: R
a.[JSTATE  b.[]STATUTE OF  c.{]AUDIT  d.[)FEDERAL . .e.[#ADMINISTRATIVE . f.{]HISTORICAL - -
LAW © . .LIMITATION PERIOD " ° LAW . DECISION - - - - VALUE
- (Czte Law, Statute, or other reason for 1he retention requzr@ment) e

For reference if it should be needed : : T R Sk prt

“I 25 ;- AGENCY REEW{’EDAHONS )

This agency recommends that the file series be cut off at the end

of each -[]CALENDAR YEAR —[]FISCAL YEAR  -%]OTHER sthen:

[ ] Hold in the current files area - ‘month(s)/ year(s):

]

] Destroy.

] Transfer to State Archives for permanent retention.

] Destroy immediately after cut-off._- N , P
x] Other: (Specify) : o

[
[
[
[
[ o
Magnetic Tape - (Master File) - uPdated every 6 months.

-

Printout

year; then destroy. : < - £ . rea L

* I
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‘I* Original fiche to be held for reference’ should it be needed

'M|crochhe Copies - DcsTrOy upon rece|p+ o~c updafed flgpe e?ch

Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s)

10

Held permanently by DOAS

--.destroy upon receipt of new printout. each 6 months
Microfiche Orlgtnal - (upda#ed and recetved GVery'6 monfhs) Hold in current files area
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